


Julie Andrews
Conference Services Manager
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com[image: horizontal line]
4th September 20XX

Dear [Hiring Manager],
I am writing to apply for the position of Conference Services Manager at [Organization Name]. As a highly organized and detail- oriented professional, I am confident in my ability to exceed your expectations and make a significant contribution to the success of your organization.
As a motivated and experienced conference services manager, I have developed expertise in planning, coordinating and implementing successful conferences. My experience includes making all necessary arrangements with vendors, negotiating contracts, scheduling resources and staff, and ensuring successful execution. I have experience in client relations, financial management and risk management, as well as developing and administering budgets.
Furthermore, I have a proven track record of delivering excellent customer service, ensuring exceptional client experience. I have a deep understanding of speaker and sponsor needs and have the ability to efficiently manage the logistical and operational requirements of a conference. I have a strong knowledge of the hospitality industry and am familiar with the latest trends in services, catering and accommodations.
Thank you for your time and consideration.
Sincerely,
Your Name
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